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From: Corbett, Krysti

To: Q"Grady, John; Morrison, Denise; Tim Seidman; McBride, William; Mills, Lesley; Osemwengie, Lantis; Sims, Mark;
Oliver, Leah

Cc: Sweda, Amanda; Link, Adam (John); Doolan, Stephanie

Subject: Courtesy Notice: Addendum to NRAP Procedure

Date: Tuesday, June 5, 2018 5:52:00 PM

Attachments: Addendum EPA RA NonAFGE Procedures 06 05 2018.pdf

Addendum EEOC NRAP AFGE procedures 06 05 2018.pdf

Good afternoon,

On January 3, 2017 the Equal Employment Opportunity Commission (EEOC) amended the
regulations for reasonable accommodations under Section 501 of the Rehabilitations Act of 1973.
The amendments included the requirement for Agency’s RA guidance and procedures to include
information about recognizing a request for a RA, information about personal assistance services,
providing an accommodation in a timely or prompt manner, tracking a reasonable accommodation
request, and timelines for providing a reasonable accommodation request.

Effective immediately, the two attached addendums will become part of the applicable existing
National Reasonable Accommodations Procedures. These addendums do not alter any provision of
either process that has been previously negotiated.

Given that this change is based on new lawful requirements and that the agency is implementing this
mandatory government-wide information, we consider this matter excluded from the scope of
bargaining.

An invite to an informational briefing will be sent out in the near future. Adam Link is the LER
specialist handling this issue and can be reached at 202-564-6463. Please reach out to Adam directly
if you have any questions. Thank you.

Krysti Corbett

Director

Labor and Employee Relations Division
Office of Human Resources

U.S. Environmental Protection Agency
1200 Pennsylvania Avenue, N.W.

WIJC North 6313A

Washington DC 20460

Mail Code 3602A

Desk Phone: (202) 564-6295

Mobile: (202) 579-1681

corbett.krysti@epa.gov
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Addendum to EPA Procedures for Providing Reasonable Accommodation for
EPA Employees and Applicants with Disabilities
June 5, 2018

On January 3, 2017 the Equal Employment Opportunity Commission (EEOC) amended the
regulations for reasonable accommodations under Section 501 of the Rehabilitation Act of 1973
(Section 501). This addendum addresses requirements under Title 29 Code of Federal
Regulations (C.F.R.) Section 1614.203(d)(3)(2017) that are not currently fully addressed in the
EPA Procedures for Providing Reasonable Accommodation for EPA Employees and Applicants
with Disabilities.

If you have questions about reasonable accommodations at EPA, please contact the National
Reasonable Accommodation Coordinator (NRAC) or Assistant NRAC.
(https://www.epa.gov/node/38461/view##staff).

Recognizing a Request for a Reasonable Accommodation
Personal Assistance Services

Timelines for Processing Reasonable Accommodation Requests
Providing an Accommodation in Timely or Prompt Manner
Tracking a Reasonable Accommodation Request

Recognizing a Request for a Reasonable Accommodation

The reasonable accommodation process begins when an employee or applicant makes a request
to make an adjustment or change in working conditions relating to a medical condition.
Therefore, it is important for managers/supervisors to be able to recognize a request. An
individual does not always say: “I have a disability and I need a reasonable accommodation.”
Some individuals are unfamiliar with the legal terms, are new to having a disabling condition or
other limitations, or are not sure how to request an accommodation. Others may not even realize
that their medical conditions are considered a disability under Section 501 of the Rehabilitation
Act of 1973.

The employee does not need to mention laws like Section 501 or use the phrase "reasonable
accommodation™ or say “I have a disability” when requesting an accommodation. The employee
does not need to make a request in writing for the reasonable accommodation process to begin.
Therefore, any time an employee or applicant indicates verbally or in writing that he/she needs a
workplace change or modification or is having a problem and the need or problem is related to a
medical condition, it may be a reasonable accommodation request and needs to be acted upon
expeditiously.
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The following examples from the Equal Employment Opportunity Commission (EEOC) may
help employees and managers recognize when a request may be a reasonable accommodation
request:

Example A: An employee tells her supervisor, "I'm having trouble getting to work at my
scheduled starting time because of medical treatments I'm undergoing.” This is a request
for a reasonable accommodation.

Example B: An employee tells his supervisor, "I need six weeks off to get treatment for a
back problem." This is a request for a reasonable accommodation.

Example C: A new employee, who uses a wheelchair, informs the employer that her
wheelchair cannot fit under the desk in her office. This is a request for reasonable
accommodation.

Example D: An employee tells his supervisor that he would like a new chair because his
present one is uncomfortable. Although this is a request for a change, his statement is
insufficient to put the employer on notice that he is requesting reasonable
accommodation. He does not link his need for the new chair with a medical
condition. !

Personal Assistance Services

Federal agencies are required by regulation to provide Personal Assistance Services (PAS) to
employees with targeted disabilities during work hours and job-related travel, if the provision of
such services enables the employee to perform the essential functions of his or her position and
would not impose an undue hardship on the agency. PAS means "assistance with performing
activities of daily living that an individual would typically perform if he or she did not have a
disability, and that is not otherwise required as a reasonable accommodation, including, for
example, assistance with removing and putting on clothing, eating, and using the restroom."” 29
C.F.R. 81614.203(a)(5).

A request for PAS, like all requests for reasonable accommodation, will either be granted or
denied within 25 business days of the initial request, unless there are extenuating circumstances
warranting extensions of time frames or additional medical documentation is needed to address
the limitations (in such cases, the employee has 60 calendar days to provide such documentation
and an interim accommaodation can be requested).

For more information about Federal agencies’ obligations to provide PAS, please visit:
https://www.eeoc.qov/federal/directives/personal-assistance-services.cfm

! See EEOC (Reasonable Accommodation and Undue Hardship (EEOC Guidance) at
http://www.eeoc.gov/policy/docs/accommodation.html)
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Timelines for Processing Reasonable Accommodation Requests

A request for a reasonable accommodation will be processed and a decision made to approve or
deny a request for reasonable accommodation within 20 business days of the initial request,
unless there are extenuating circumstances warranting extensions of time frames or additional
medical documentation is needed to address the limitations.

Providing an Accommaodation in a Timely or Prompt Manner

It is EPA’s goal and responsibility to provide reasonable accommodations in a prompt manner
within the timelines outlined in the reasonable accommodation procedures, unless medical
documentation is needed or extenuating circumstances are present. EPA recognizes that there
may be a number of limited situations where there is cause for a delay in meeting the Agency
established time frames for providing a reasonable accommodation and providing the equipment
or changes needed (e.g., reconfiguration of office space, building modifications, ordering
specialized equipment, etc.). In such cases, interim accommodations should be considered and
the employee should be kept apprised of the status of the request every (ten) 10 days. While
some delays are understandable, when a particular reasonable accommodation can be provided in
less than the maximum amount of time permitted, failure to provide the accommodation in a
prompt manner may result in a violation of Section 501 of the Rehabilitation Act of 1973. (29
U.S.C. 8791 et. al.)

Tracking a Reasonable Accommodation Request

The National Reasonable Accommodation (NRAC) Program based at EPA Headquarters in the
Office of Civil Rights maintains current information about the status of each request. The
employee or manager can contact the NRAC or Assistant NRAC at any time to inquire about the
status of a request. The NRAC, Assistant NRAC, or the applicable Local Reasonable
Accommodation Coordinators (LORACS) documents each step of the reasonable
accommodation process in writing to both the employee and the decision-maker with the due
date and next steps. If you are not sure who is your LORAC or wish to contact the NRAC or
Assistant NRAC, please refer to the staff list. (https://www.epa.gov/node/38461/view##staff).
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Addendum to EPA’s National Reasonable Accommodation Procedures
(NRAP) for Employees Represented by AFGE
June 5, 2018

On January 3, 2017 the Equal Employment Opportunity Commission (EEOC) amended the
regulations for reasonable accommodations under Section 501 of the Rehabilitation Act of 1973
(Section 501). This addendum addresses requirements under Title 29 Code of Federal
Regulations (C.F.R.) Section 1614.203(d)(3)(2017) that are not currently fully addressed in the
National Reasonable Accommaodation Procedures (NRAP) for American Federation of
Government Employees.

If you have questions about reasonable accommodations at EPA, please contact the National
Reasonable Accommodation Coordinator (NRAC) or Assistant NRAC.
(https://www.epa.gov/node/38461/view##stafr).

Recognizing a Request for a Reasonable Accommodation
Personal Assistance Services

Providing an Accommodation in Timely or Prompt Manner
Tracking a Reasonable Accommodation Request

Recognizing a Request for a Reasonable Accommodation

The reasonable accommodation process begins when an employee or applicant makes a request
to make an adjustment or change in working conditions relating to a medical condition.
Therefore, it is important for managers/supervisors to be able to recognize a request. An
individual does not always say: “I have a disability and I need a reasonable accommodation.”
Some individuals are unfamiliar with the legal terms, are new to having a disabling condition or
other limitations, or are not sure how to request an accommodation. Others may not even realize
that their medical conditions are considered a disability under Section 501 of the Rehabilitation
Act of 1973.

The employee does not need to mention laws like Section 501 or use the phrase "reasonable
accommodation™ or say “I have a disability” when requesting an accommodation. The employee
does not need to make a request in writing for the reasonable accommodation process to begin.
Therefore, any time an employee or applicant indicates verbally or in writing that he/she needs a
workplace change or modification or is having a problem and the need or problem is related to a
medical condition, it may be a reasonable accommodation request and needs to be acted upon
expeditiously.
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The following examples from the Equal Employment Opportunity Commission (EEOC) may
help employees and managers recognize when a request may be a reasonable accommodation
request:

Example A: An employee tells her supervisor, "I'm having trouble getting to work at my
scheduled starting time because of medical treatments I'm undergoing.” This is a request
for a reasonable accommodation.

Example B: An employee tells his supervisor, "I need six weeks off to get treatment for a
back problem.” This is a request for a reasonable accommodation.

Example C: A new employee, who uses a wheelchair, informs the employer that her
wheelchair cannot fit under the desk in her office. This is a request for reasonable
accommodation.

Example D: An employee tells his supervisor that he would like a new chair because his
present one is uncomfortable. Although this is a request for a change at work, his
statement is insufficient to put the employer on notice that he is requesting
reasonable accommodation. He does not link his need for the new chair with a
medical condition. ?

Personal Assistance Services

Federal agencies are required by regulation to provide Personal Assistance Services (PAS) to
employees with targeted disabilities during work hours and job-related travel, if the provision of
such services enables the employee to perform the essential functions of his or her position and
would not impose an undue hardship on the agency. PAS means "assistance with performing
activities of daily living that an individual would typically perform if he or she did not have a
disability, and that is not otherwise required as a reasonable accommodation, including, for
example, assistance with removing and putting on clothing, eating, and using the restroom."” 29
C.F.R. 81614.203(a)(5).

A request for PAS, like all requests for reasonable accommaodation, will either be granted or
denied within 25 business days of the initial request, unless there are extenuating circumstances
warranting extensions of time frames or additional medical documentation is needed to address
the limitations (in such cases, the employee has 60 calendar days to provide such documentation
and an interim accommaodation can be requested).

For more information about Federal agencies’ obligations to provide PAS, please visit:
https://www.eeoc.qov/federal/directives/personal-assistance-services.cfm

! See EEOC (Reasonable Accommodation and Undue Hardship (EEOC Guidance) at
http://www.eeoc.gov/policy/docs/accommodation.html)
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Providing an Accommodation in a Timely or Prompt Manner

It is EPA’s goal and responsibility to provide reasonable accommodations in a prompt manner
within the timelines outlined in the reasonable accommodation procedures, unless medical
documentation is needed or extenuating circumstances are present. EPA recognizes that there
may be a number of limited situations where there is cause for a delay in meeting the Agency
established time frames for providing a reasonable accommodation and providing the equipment
or changes needed (e.g., reconfiguration of office space, building modifications, ordering
specialized equipment, etc.). In such cases, interim accommodations should be considered and
the employee should be kept apprised of the status of the request every (ten) 10 days. While
some delays are understandable, when a particular reasonable accommodation can be provided in
less than the maximum amount of time permitted, failure to provide the accommodation in a
prompt manner may result in a violation of Section 501 of the Rehabilitation Act of 1973. (29
U.S.C. 8791 et. al.)

Tracking a Reasonable Accommodation Request

The National Reasonable Accommodation (NRAC) Program based at EPA Headquarters in the
Office of Civil Rights maintains current information about the status of each request. The
employee or manager can contact the NRAC or Assistant NRAC at any time to inquire about the
status of a request. The NRAC, Assistant NRAC, or the applicable Local Reasonable
Accommodation Coordinators (LORACS) documents each step of the reasonable
accommodation process in writing to both the employee and the decision-maker with the due
date and next steps. If you are not sure who is your LORAC or wish to contact the NRAC or
Assistant NRAC, please refer to the staff list. (https://www.epa.gov/node/38461/view##staff).
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